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JAI L SUPERVI SOR

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

Thi s cl ass enconpasses a responsi bl e supervi sory position in the
jail facility, the primary duties of which are assisting in the
managenent of the jail operations and the supervision of
subordi nates assigned to the jail. The enployee of this class
assist with maintaining the safety and security within the jail
facility, ensuring that all depart nent al procedures are
foll owed, and reviewing all records and reports related to jail
activity. The Jail Supervisor is responsible for supervising
t he booki ng and processing of inmates, preparing and approving
the transportation of inmates, and providing for the needs of
inmates. The i ncunbent of this class perforns duties under the
general supervision of and has work revi ewed by the Police Mjor
over Jail Operations.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Assi sts in the managenent of the operation of the jail facility.
Prepares for shift by reviewing records of previous shift
activities. Supervises subordinates by assigning duty areas and
work schedules and approving |eave. Eval uates the work
performance of subordi nate enpl oyees and counsel s enpl oyees who
are experiencing work problens. Resol ves enpl oyee conpl aints
and grievances. Assists in investigating conplaints against
di vi si on personnel and nmi ntai ning discipline anong subordi nate
enpl oyees by recomrendi ng di sci plinary action. Provides on-the-
job training for new jail enployees, and provides technica
assi stance to all subordi nates when needed. Keeps abreast and
i nfornms subordi nates of changes in regul ations, |aws, technical
devel opnents, new departnental policies, or related matters.

Provi des for the preparation and mai nt enance of jail records and
reports by reviewing records conpleted by subordinates and
periodically inspecting systens and facilities for maintaining
such. Maintains records and reports on jail activity such as
records on bookings, bonds, arraignnment sheets, court docket,
and court appearances of inmates. Wites reports on contraband

sei zed, unusual incidents or disturbances in the jail, nedical
attention to inmates, and other reports required by the city.
Answers inquiries about the operation of the jail or other

rel ated areas of | aw enforcenent operations. Handl es conpl aints
fromthe public.
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Ensures that all booki ng procedures for i nnates are acconpli shed
i n accordance with departnment policies and procedures, including
sear chi ng i nmat es, securing per sonal property, t aki ng
phot ographs and fingerprints, conpleting arrest records,
allowing inmates to make tel ephone calls, and securing inmtes
in a cell. Provides for inmtes’ needs, including neals,
clothing, and nedical attention. Hears inmate grievances and
counsel s i nmates. Coordi nates the nmovenent of inmates to ot her
| ocations, such as transporting inmates to court, other
correctional facilities, or medical facilities.

Tours the jail facility to insure that are inmtes are present
and searches inmates and jail cells, inspects all packages and
mail to inmates, and screens visitors to discover and confiscate
contraband itens. Makes periodic inspections of the jail
facility and equi pnent in order to maintain safety precautions.
Prevents or controls disruptive behavior, and disciplines
inmates for violations or infractions of jail rules. Uses
weapons and restraining devices as may be required in order to
mai ntain security.

Perforns rel ated duties as assigned.

QUALI FI CATI ON REQUI REMENTS
Unl ess otherwi se specified, all requirenents listed bel ow nust

be met by the filing deadline for application for admission to
the test.

Must neet all requirenments of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

After offer of pronotion, but before beginning work in this
class, nust pass a physical exam nation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denobnstrate good health and physica
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must have a valid Louisiana driver’s license.
Must be a regul ar and pernmanent enployee in the class of Jailer

for at |least four (4) years inmmedi ately precedi ng cl osing date
for application to the board.
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